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eMARS Revenue & Accounts Receivable

1 — Orientation

eMARS will record Revenue and Receivable activity. Revenue is defined as income to the
Commonwealth that is recorded as an income statement account. Examples of revenue are tax
collections, and income earned for goods and services provided. A Receivable creates the billing for an
event that resulted in money being due to the Commonwealth; examples include fines due to the
Commonwealth for violation of a government regulation, fees, permits, etc. Revenue can be recognized
at the time goods and services are provided and a receivable event is recorded. Revenue can also be
recognized when money is actually received and a receipt is recorded.

Accounts Receivable is responsible for billing and collecting money owed to the Commonwealth.
Accounts Receivable:

e Tracks who owes the Commonwealth money and how much

e Records accounting events for receivables and collections

e Processes billing

e Records money received

e Tracks customer financial and credit history

e Provides reports and inquiries into Accounts Receivable status

e Produces invoices, statements, past due notices and collection letters

Receivables can be modified, reduced, or even written off. Accounts Receivable is fully integrated with
Cost Accounting and Accounts Payable.

Prerequisites

You should have completed the following courses before continuing:
e eMARS101 — Introduction to eMARS
e eMARS110 — Chart of Accounts
e eMARS410 — Cash Receipt Processing

]
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Learning Objectives

At the conclusion of this session, you will be able to:

Establish a Customer on the Vendor/Customer (VCUST) table

Create a Billing Profile on the Billing Profile (BPRO) table

Process a Receivable (RE) document

Process a Cash Receipt (CR) document for an electronic fund transfer (EFT)

Modify an RE document

Process a Write Off (WO) document using Copy Forward

Use Copy Forward to create a Cash Receipt (CR) document

Process an Overpayment.

Use Online inquiries to find customer information, approval status and other information

]
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eMAR

Accounts Receivable Workspace

The Accounts Receivable Workspace takes you to the documents and tables you use every day in
eMARS. The Workspace is in the Primary Navigation Panel and by clicking on the Accounts
Receivable Workspace, links are provided for quick access.

Accounts Receivable — Cash Receipts Workspace

Procuremert

e Budoet

Accounts Receivable

Sawe Al Close =

Cash Receints Cash Receipts

Cazh Receipt Documert Meny

Customer Credit Balances
Customer Maintenance
Billing and Collections
Receivables
Vendor Intercept/Offset
Write OFf
Treasurer's Office

Frocesz cash receipt documents in the system and ched credit balances for a particular customer.

—w Cash Receipt Document
CR document is used to post all cash receipts in the system {cash, cheds and EFT/ACH)

Caszh Receipt Document (TR

~ b Customer Credit Balances
“Wiew cazh receipt accounting lines that make up a Reserved Credit Balanee or an Unresenved Credit Balanee for 3 paricular
customer.

By selecting a link from the Secondary Navigation Panel, documents and tables are easily accessed.
Click on the links in the Secondary Navigation Panel to review the information in each. You will
practice using Workspaces during the exercises.

Customer Maintenance Workspace

Brocuremert

Aocounts Receivable
Save Al Cloze

RS Customer Maintenance

Customer Maintenance Ieny
Documents
InguiriesTables

Billing and Collections

~® Documents

Receiables
Uze the WCC document to add new customers to the systemn. The WCM document is used to make modifications to existing
Vendor Intercepti0ffset customers

hdaintain customers in the system.

Write Off
Treasurer's Office

Add Hew Custamer WCCY
Modify Existing Custamer WChiy

~ b Inquiries/Tables
Customers are on the WendorGustomertable. The Customer Account Options page isthe primary place to establish and maintain
billing options for customers. Use the Customer Account Information and Summary pages to view customer balances and histony.

]
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Accounts Receivable
Sawe Al Close

Cash Receipts
Customer Maintenance
ng and Collections
Central Setup
Agency Setup
Invoices
Statements
Receivables
Vendor Intercept/Offset
Write Off
Treasurer's Office

Billing and Collections Workspace

Billing and Collections

The following tables are used for the Receivables functionality in the system.

Idenu

% Central Setup

These tables are maintained centrally by the Office of the Controller.

Billing Profile (BPROY
Collection Control (EOLLEY

% Agency Setup

Thesze tables are maintained by the individual agencies.

Department Billing FProfile (DBFREOY
Billing Instructions (BINST

Billing Rate (BILLR

Dunning Message (DHEMY

Collection Lettar (COLLY
Collection Agency Agreement (CIOLLA)

~*Invoices
The Imvoice page allows you to viewn and queny invaice statuses. It iz updated by Recaivables from inwoice customers,

Inwaices (MWD
Inwaice Print Histone (INWHE)

o Statements

Theze pages allow you to view information petaining to custmomer statements.

Statement (STMTI
Statement Detail (STATDY
Statemant Print Histornw (ST THS)

Save Al Close

Cash Receipts
Customer Maintenance
Billing and Collections
Receivables

RE document

Receivable Inguiries
Vendor Intercept/Offset
Write Off

Treasurer's Office

Receivables Workspace

Receivables

I Accounts Receivable

Frocess Receivable (RE) documents and view Receivables Search and HistonwReference pages.

hdenu

= RE document
Customer receivables are proceszed on an RE document.

Eeceivable Document (RE)

F Receivable Inquiries
Wiew Receivable Search and Histonw'Reference pages in the system.

)
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Vendor Intercept/Offset Workspace

Accounts Receivable
Save Ml Close

Cash Receipts Vendor Intercept/Offset

Customer Maintenance hienu
Billing and Collections
Receivables

Vendor InterceptiDffset
Central Tables ~w Central Tables

Thesze tables are maintained centrally by the Office of the Contrallar,

Tables pertaining to the wendar interceptfoffset procesz in the swstam.

Agency Tables
Write Off R
] ntr
Ceile o DT Lebt Type (DETYF
Receivable Intercept Exception (INTREX)
Intercept Exdernal Allocation (INTEA)

Intercept Optionsz (IOFTY

b Agency Tables

These pages are updated by the individual agencies.

Write Off Workspace

I Accounts Receivable

Save Ml Close =

Cash Receipts wrlte Ofr
Customer Maintenance Ieny
Billing and Collections
Receivables
Vendor Intercept/Offset
Write Off

Documert
Treasurer's Office

Thiz document allows you to process a transaction to write-off receivable or collection documents in Advantage Financial that are deemed uncollectible.

* Document
Frocess Write Off QWD) document to write-off receivable or collection documents that are deemed uncallectible,

Wirite OFf (IO

Treasurer’s Office Workspace

I Accounts Receivable
Sawe Al Close

]

P — Treasurer's Office
Customer Maintenance Menu
Billing and Collections
Receivabhles
Vendor InterceptiOffset
Write Off
Treasurer's Office

DepositReconciligtion

These tables are maintained by the State Treasurers Office.

—w Deposit Reconciliation
These tables are used by the State Treasurers Office to record and reconcile deposits.

Frint Deposit Ticket (DPSTE)
Deposit Reconciliation (DPREC)
Deposit Exception (DFEXLCY
Confirmed Deposits (DPCNF)
Leposit Detail (DPRF)

]
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Document Code
The following table displays Account Receivable document description and document codes.

Business Process eMARS
Current Document Description
Code

Invoice to a Customer RE Receivable
Receivable Credit Memo RE Receivable (Mod)
Receive Funds CR Cash Receipt
Electronically
Receive Cash or Check CR Cash Receipt
Write Off WO Write Off

]
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Event Types

Event Types are used on the accounting line to signify what posting codes will be used while also
bringing in specific rules for data entry concerning referenced transactions, customer codes, and all
defined chart of account elements in the system. The default Event Type for an RE document is ARO1
(Bill Earned Revenue). The default Event Type for a Cash Receipt (CR) document referencing an RE

is ARO2 (Collect Earned Revenue).

1. Open_Page Search.

2. Enter ETYP for a listing of all event types and posting criteria. The Event Types used on a

Receivable document begin with AR.

3. Select Search on the Event Type page.

4. Enter criteria to find for the specific Event Type you need.

Event Type

Event Type

w AR Bill Earned Revenue
AROZ Collect Earned Revenue
AROS Wirite Off Earned Revenue - Direct Method
ARO4 Wirite Off Earned Revenue - Allovwance Method  false
AROS Refer Earned Receivable to Collection Agency  falze

Menu Quick Search

Active | Effective From | Effective To

true
true
true

First Frev Next Last

‘Event Type

Description

*Event Category :

Save Undo Delete Insert Copy Paste
wGeneral Information

AR

kb

b

“Marne |EIiII Earned Revenue

“Short Mame : |Bill Earmed Rev

Effective Fram :
Effective Ta:

Active

REY

Dishursement Request Update
Advances

FAPR Update .

Eligihle for Intercept Process :
Custormer Account Update Flag :
Customer Account Update Type

Accounting Classification

Resered Funding :

-
-
-
v

<l

Eamed Revenue Gilling v

Revenue |+

)
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2 — Accounts Receivable

Billing Process

The Billing process records and tracks receivable events in eMARS. Billing consists of activities
undertaken to collect the money legally owed to the Commonwealth. It can be a revenue event if goods
and services are provided; it can be a vendor refund owed to the Commonwealth; or it can be unearned

revenue. Accounts Receivable generates invoices, statements or both to bill customers and allows you
to view the information online.

The recording of the Billing event will primarily be performed by agencies in a decentralized
environment. Agencies initiate the data entry, obtain approvals from the agency authority and process
the billing. As a result, an invoice is printed at the agency site and sent to the customer.
agencies are responsible for tracking their own receivables, central office will also be able to monitor

receivables at the statewide level via on-line inquiry and reports.

Billing Process Flow

Pre-billing
evant
L A
Warify and
nitizte recaivable | Bpprove

- =18 e
— doamnont — receivable
Customer file BCCOUNting
nformation

l

Approve and

proceEss recaivanes
documeant

Frint imamice

|

——

 eMARS
Ancounting
__ oloumal

Mail

)
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Billing Profile (BPRO) Table

Before you can create a receivable for a customer, that customer must be established within eMARS
with a Customer Account. The Billing Profile (BPRO) table defines basic characteristics of a customer
bill. A Billing Profile combined with a customer code constitutes a Customer Account. Billing and
collections have several tables that are interrelated. The parameters in these tables control the
information necessary to generate and process customer invoices, statements, or both invoices and
statements, dunning messages and collection letters.

The majority of setting up billing and collections is done when the system is implemented, but the
information on these tables can be updated and new customers and customer accounts can be added.
The BPRO table contains basic information about the remittance address, the billing frequency, billing
cycle and billing characteristics for a customer or group of customers.

The Billing Profile table will be maintained centrally by the Controller’s Office.
To enter a new Billing Profile or to find an existing Billing Profile:
1. Open_Search from the Secondary Navigation panel.
Select Page Search.
Enter BPRO in the Page Code field.
Select Browse. A list of the Billing Profiles established in the system is returned.

o &~ Db

Select Insert to enter a new Billing Profile.

Eilling Profile

Wanu Quick Search

IWEI.I-{E-I
T

a5 5454, KET Charges Invoice
+ 728 UNIT 3905H Meeting Room Charges  Invoice
555 UMT 5554 L&A Charges Ireoice
B05 LT C35A KNYTC Biling Fees Iroice
605 LMT 35 ¥ TC Plan Fees Bioth
ALL ALL COST Cost Accounting Cogt Accounting Biling

First Frew Nest Las

Save Unde Delele Insed Copy Pade Seah
wheneral iformation

I'\>—|-:1'Ir'p-n Dray Mot in Month w

Uit Em:l Weekend Haliday: w
Billing Profile §3905H Staterment Frequency w

[ETTT ey -
Mame [f'f--l-:'.irn_: Room Charges ] Statamant Monin - | g8
-, = Staterneni Day ;|
Billing ‘-'|1-3'|I|"colce [ ]
Ewpanded Statement: ™
nvaice Instruction : | a
Staternent Instruction
Collection Agreement ',FEBI\I:-F!EE |
Last Staternent End Date :
Decrease Accounting Template [ Mext Statement End Date
Cenfral Remit: Mexl Staternent Print Date

Final Staternent

Qutput Distribution § DEbEREIE= ST

Departments can view or make changes to their existing profiles using the Department Billing Profile
(DBPRO) table. It is a department specific view of the BPRO table.

]
g cal dms 13 0f 76



Reta
eMARS

eMARS 420 - Revenue & Accounts Receivable

Exercise — Logging In to eMARS

You will use a Student ID as your User Name to access the training database during class. These User
Names are only set up for the training environment.

From the Login page, enter the following information:

Required Fields Values
User Name Enter your Student ID from your Student Card.
NOTE: User Names are case sensitive.
Password Enter your Password and click Login.
NOTE: Passwords are case sensitive.

ADVANTAGE

User Name : ILe armerdd
Password : I

I Login | Reset

Copyright @ 2001, 2005
CEl-AME Ine.
All Rights Reservad.

Uze of this sofhuare is subject to
CEl-AMS license agreement.

AMS Advantage® is a

registerad trademan of
CEl-AME Ine.

Add AMS Advantage to vour Favarites

The Home Page appears.

Logout

" I\i\\\ ADVANTAGE Home Personalize  Halp  Accassibility

Procurement  Act

Budget counting

} Message Center

~ Search
Pace Search
Document Catalog
Report Search

» History

+ Favorites

+ Administration

)
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Exercise 1 — Establish a Billing Profile (BPRO) for a New Customer

Scenario

Your department has decided to charge for use of meeting space. You need to establish a Billing
Profile for this charge. This Billing Profile (BPRO) will only be used by your department.

Task Overview
Populate the Billing Profile (BPRO) table with the information for the new service.

Procedures
1. Open the_Accounts Receivable Workspace.
2. Select the_Billing and Collections link in the Secondary Navigation Panel.
3. SelectBilling Profile (BPRO) from the Central Setup section.

I Accounts Receivable
Save Al Cloze

P ——— Billing and Collections

Customer Maintenance
Billing and Collections The following tables are used for the Receivables functionality in the system.
Central Setup
Agency Setup

fenu

w Central Setup

Invoices
These tables are maintained centrally by the Office of the Controller.

Statemnernts
Receivables
Billing Frofile (BFRO

Vendor Intercept/Offset -
Write OfF Collectio ntrol (COLLC

Treasurer's Office

b Agency Setup

These tables are maintained by the individoal agencies.

I Invoices
The Inwoice page allows vou to wigy and quens invoice statuses, It iz updated by Receivables from invaoice customers.

b Statements

These pages allow you to view information peraining to custmomer statements.

4. The BPRO table opens. Click Insert.

]
g cal dms 15 0f 76




eMAR

eMARS 420 - Revenue & Accounts Receivable

Billing Profile

Menu Quick Search

Collection Agreement :I]?EBAGREE

Decrease Accounting Template :

Central Remit: [

Last Staterment End Date :
Mext Statement End Date -
Mext Staternent Print Date

Cutput Distribution | Central Distribution

Final Staterment :

Eeplrtment Unit | Billing Profile Billing Type
345 LIMIT 5454 WET Charges Invoice
v 725 UMIT 3805=H hleeting Room Charges  Invoice
5255 UMIT 5554 L&A Charges Invoice
GO0S LIMIT 358 BN TC Billing Fees Irvecice
G0S u | g E WXTC Plan Fees Bioth
all ALL  JOsT Cost Accounting Cost Accounting Billing
First Prew Mext Uast
Save Undo Delete Faste Search Fh
—=aeneral Information
Departmeny: 728 Day Motin Month :‘ v|
Unit [IOFIT | Weekend Holiday ‘ v|
Billing Profile [E50EH Statement Frequency ;| v
. Statement Month : “
Marne : ieeting Room Charges | I
- - Statement Day 1|
Bilng Ty - fimeice T8 oLy
) ) Expanded Staterment: [
Imvoice Instruction |
Staterment Instruction : |

5. A blank General Information page opens. Enter the following information:

Required Fields Values

Department See Student Card

Unit UNIT

Billing Profile Student ID# + Initials

Name Meeting Room Charges

Billing Type Invoice — Select from the Drop Down List

Collection Agreement

Select your Dept from the Pick List

Output Distribution

Central Distribution — Select from the Drop Down List

)
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Organization/Contact Information Section — BPRO Table

—wOrganization/Contact Information

P%TD ||Kentucky State Treasury Ci’f!.fl Frankfart I

Femit To Mame : |

Etatel kY E I

Femit To Division : |

Zip :I‘AEIEEIH

Strest 1 |123 b ain County |

mmmzﬂ

Countey

Contact: |

=g Default Intercept Remittance : [

6. Open the Organization/Contact Information section. Enter the following information:

Required Fields Values

Pay To Kentucky State Treasury
Street 123 Main St

City Frankfort

State KY

Zip 40601

7. Click Save at the top of the page.

8. You have successfully created a Billing Profile.
9. Click the_.Home Action Button to return to the Home page.

)
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Locating a Billing Profile

You can locate your Billing Profile (BPRO) 2 ways, by accessing the table from Search on the
Secondary Navigation Panel, and by accessing the Accounts Receivable Workspace from the
Primary Navigation Panel.

You can locate and view your Billing Profile (BPRO) by entering BPRO on Page Search.
1. Click on Search.

Click on Page Search.

In the Page Code field of the Page Search enter BPRO.

Click Browse.

Click on the Billing Profile Link.

o~ 0D

The second way to locate and view the Billing Profile you have set up is by accessing the Accounts
Receivable Workspace:

1. Click the Accounts Receivable Workspace link.
Select Billing and Collections and open the BPRO table.
Click Search. Enter any of the search criteria.

Click OK. The Billing Profile for your new charges populates.

o &~ Db

Return to the Home Page by selecting Home.

]
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Customer Accounts

A Customer is a private entity to whom the Commonwealth of Kentucky provides goods or services.
This customer transacts with the Commonwealth to pay for the goods or services received. A common
example of a customer is an individual who remits payment to the Commonwealth to pay for a
professional license, taxes, or use of public facilities.

There are two types of customers within eMARS: regular and miscellaneous. When a code for a
regular customer is entered on a Receivable document, name and address information associated
with the code is inferred from the Vendor/Customer (VCUST) table and the customer name and
address information is stored on the Receivable document.

Miscellaneous customer accounts are generally used for one-time customers only and for summary
receivables. When a code for a miscellaneous customer is entered on a Receivable document, the
name and address associated with the customer is not inferred and you must enter the information on
the Receivable document manually. A miscellaneous customer entered in a summary receivable
does not require the customer address information. However, if you enter the customer name and
address information, it will be stored with the Receivable document. The customer code cannot be
changed after the Receivable document is accepted.

Establishing a Customer

Before you can create a receivable for a customer, that customer must be established within eMARS.
In addition, a Customer Account (CACT) must be created. The Customer Account links the
relationship between the Customer (CACT) and a Billing Profile (BPRO) and tracks receivables,
payments, and other financial information at the customer account level. A Customer Account is
specific to a department unless the account is set up with a designation of ALL in the Department
Code.

To establish a customer, the VCC document is used.
1. Open the_Accounts Receivable Workspace

2. Select the Customer Maintenance link from the Secondary Navigation Panel.

3. Click Add New Customer (VCC) in the Customer Maintenance Documents section.

Customer Maintenance Workspace

I Accounts Receivable
Sawe Al Close

Cosh Recelnts Customer Maintenance

Customer Maintenance Menu
EDE;:‘?;ZT;ZUES Ahﬁ Ml aintain customers in the system.

Billing and Collections

Receivables

Vendor Interce set

Write Off

Treasurer's Office

= Documents
Uze the WCC document to add new customers to the system. The WEM document is used to make modifications to existing
customers,

Add Mew Customer (WEE
Modify Existing Custormer (WC kY

F Inquiries/Tables
Customers are on the WendorCustomer table. The Customer Account Options page iz the primany place to establizh and maintain
billing options for customers, Use the Customer Account Information and Summary pages to view customer balances and histon,

]
g cal dms 19 of 76



Reta
eMARS

eMARS 420 - Revenue & Accounts Receivable

The Document Catalog opens to a VCC document creation.
4. Click_Create. Enter Dept. Code, Unit Code.

5. Check Auto Numbering.
6. Click Create. The VCC document opens to the Header.

Training 5 Financial
Meesage Center
Search

Document Catalog

Procurement

Cost Accountine

Buclged

Accourts Payable Accounts Reseivable

Pace Search Search
Document Satalog @k
infofdvaniage
History B LTTRY T s [|
Favorites | o —— 1
Administration Code [fWCC Uit JUNT
Dept. l]?EB | O ]
-w0ther Options
Auto Mumbering
Create Template [
hdern
=
calams 20 of 76



eMARS 420 - Revenue & Accounts Receivable

7. Click the Vendor/Customer section to enter data.

During the initial creation of a customer, the Customer Account will be created based on information
in the Customer Account subsection of the VCC document.

VCC Document — Vendor/Customer Section

Agcounts Receivable

~| VECC - 728- 0700000002- 1- New- Diaf

Vendor/Cusiomer | Legal Name | Active From
% By

E Achion Men |

Flrst Frev Go To Mewt Last

sk

wieneral Information

VendonCustomer I

Oﬁa nization Type

= First Name

Auto Generate :

Address

Legal Name © | Middle Name

Customar Accourt

1089 Reporting information
Business Type

Service Ares

AliasiDBA " | Last Mame

Location Name : 726 Vendor Road

Commociity

Deapadment Active From

Authorized Dept.

Prevent Spending
Certification

=
—

Unit

Comparny Name

e
: T
:ones|

|
I -

VCC Document — Address Section

Document View
Heacler
Wendor foustomer
~ Address
Address Information
Contact Information
nformation

1099 Reparting Information
Business Type
Service Area

Commoddity
Authorized Dept.
Prevent Spending
Cettification
Document Comments
Document History
Document Reference
Future Triggering

VCC - 758- 0600000010- 1- New- Final

Address ID | Address Type
&4 v ADO0

Street 1 City

Biillirgy PO Box 875 Lawrenceburg  KY

State/Province | Zip/Postal Code | Additional Address Info.

| Actian Merut I

40495

Inzert Mew Line Insert Copied Line

First Prev Go To Mext Last
WendonCustomer 1: >

sk
WendorCustomer : IVCDDDDWDDD? Active From
Mercer County Schools Active To
Address Type : Billing Default Record ©

DivisionIDepanment:| Mail Returned

Additional Address Info. - |

- wAddress Information

Bypass Address Validation :

T m
=
-

o N
=

Address 1D : [ADO01

Country Phone Code : |1

Auto Generate | v

Street 1 :|F'O Box 875

Phone:l

Street 2 :I

Phane Extension : I
County: I

City ILawrencehurg

StatesProvince IK‘r’
Fip/Postal Code ; IdDdBS

County Name:l

Country IUS

)
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eMARS 420 - Revenue & Accounts Receivable

VCC Document — Customer Account Section

VCC - 758 0600000010- 1. New. Final
Header 7

Action Meny
endoriCustamer | a rul

Address
+" Custotner Accourt
Genersl Information & « NC0000q 00007 Mercer Courty Schools 5454 545 UMIT Inwvaoice A0001
Third Party Outions
1099 Reporting Information
Business Type
Service Ares Sk

Commoity :
EEEE B —wGeneral Information

Vendor/Customer Legal Name Billing Profile | Dept | Unit | Billing Type | Address ID

Insert Mevu Line Insert Copied Line First Prew Go To Mext Last

Addresz 1 >

oz e Lpendig wendonCustormer : [WCOOD0100007 Suppress Billing . [
Certification

Document Comments Mercer County Schools Suppress Past Due Billing : [
Document History . ’ .

Document Reference LIS IADDm Collectian Cycle I
Future Triggering Dept: [545

Electronic File Type ;

it : IUNIT File Prefix: I
Billing Profile : |545A

KET Charges

Billing Type II

Billing Location ;

 BThird Party Options

Tap

r Edit T FPrint T Copy Furw\a:dT Close ]

VCC Document — Certification Section

VCC - 758- 0600000010- 1- New. Final
Header .

Actian Many
MendorCustamer ;J
EREES Legal Hame Vendor Active Status | Customer Active Status
Customer Account

1099 Reporting Information &% " Mercer County Schoals  Inactive Active
Business Type
Service Areg

Insert Mew Line Insert Copied Line First Prew Go To Mext Last

WendodCustomer 1: >

Commodity
Aathorized Dept. Sh
Prevent Spending
~ Ceification YendonCustamer : (4 C0000100007
Certification Status
(P — Mercer County Schools
Document History w=Certification Status
M “endar Active Status ; Customer Active Status
Future Triggering
Wendar Approval Status ; Custamer Appraval Status
Top

[ e Y fit  Joooyrowad | cloze

henu
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If the customer already exists on the VCUST table, but does not have a Customer Account with the
appropriate Billing Profile (BPRO) established, a new Customer Account can be created by:

ok w0 np

Open Search from the Secondary Navigation panel.
Select_Page Search,
Enter CACT in the Page Code field

Select Browse. The CACT page opens.
Enter a valid Customer ID, Address ID, and Billing Profile (BPRO).

Other information related to the specific Customer Account can be entered.

6. Click Save.

Customer Account Options Page

Customer Account Options

Menu Quick Search

Final Staterment

Billing Location :

Custamer Only

Customer Billing Profile | Department | Unit | Billing Type | Address ID
~ SCO000100007  hWercer County Schools 54548 545 UMIT  Invaice L0001
NCO000 00006 Joe © Ketner 2598 255 URIT  Invaice AD001
SO0 00003 Kentucky Smerican Water  C35) ;1) UMIT  Buath AD00z
First Prav Mest Last
Sawe Undo Delete Inzed Copy Paste Search Gb
wGeneral Information
Customer : [+/COOO0100007 Suppress Billing : [~
Mercer County Schaoals Suppress Past Due Billing © [
Address D : |ADODT Bill Farent : [false
Billing Profile : |5454, Collection Cycle :
Department : [545 Electronic File Type : ™
Unit 2 [LIMIT File FPrefix:
KET Charges
Billing Type :

)
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Exercise 2 - Create a Customer Account using the VCC document

Scenario

The Commonwealth is doing business with a new customer and you need to establish a Customer
Account. This customer will be used by all departments.

Task Overview

You have already set up a Billing Profile in the previous exercise. You now need to establish the
customer on the Customer Account (CACT) table using the VCC document. You will select a name
and profile for the customer to complete the exercise.

Procedures

Open the Accounts Receivable Workspaces.

2. Select the Customer Maintenance link from the Secondary Navigation Panel. The
Documents section opens.

3. Select Add New Customer (VCC). The Document Catalog opens to the VCC Documents list.

I Accounts Receivable

s Customer Maintenance

Cash Receipts
Customer Maintenance

Documernts

InguiriesTables
Billing and Collections
Receivables ¥ Documents
=————— Use the WCC document to add new customers to the systemn. The WEM document is used to make modifications to existing
Vendor InterceptiOffset

= customers.

Write Off
Treasurer's Office

Menu

tdaintain customers in the system.

Add New Customer (WCCY

~ b Inquiries/Tables
Customers are on the WendodCustomer table, The Customer Account Options page izthe primany place to establizh and maintain
billing options for customers. Use the Customer Account Information and Summarny pages to view customer balances and histony,

]
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A0 DDp -

Click_Create.

Enter the Dept. Code and Unit Code from your Student Card.
Select Auto Numbering.
Click Create. The VCC document opens to the General Information section. You will not

complete any information in the Header.

Training 5 Financial
Mee=sage Center
Search

Page Search

Procuremert Accounts Payable

Document Catalog

Acoounts R able  Budgel Cost Accounting

Document Zatalog
infotdvaniage
History
Favorites
Adminigtration

Search
bk
- wDOC U=

Code JWVCC Uit [N T

-=(ther Options

Auto Mumbering

Create Template [

hdenu

5. Click Vendor/Customer from the Secondary Navigation panel. The page opens to the

General Information section available for editing.

)
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6. Enter the following information:

Required Fields

Values

Auto Generate

Check this box to produce a system-generated vendor code

Organization Type

Select Individual

First Name Enter your first name
Middle Name Enter your middle initial
Last Name Enter your last name

Location Name

Enter your street address

Document View
Header
] + wendoriCustomer

General Information

Headouarters

Account Indicators

Qrganization

Dishursemert Options
Prendte/EFT

Remittance Advice

Wendor Terms
Accounts Receivable

ehALL
Address

Customer Account

1093 Reporting Information
Business Type

Service Ares

Commuociity

Authorized Dept.

Prevent Spending

Cerification
Document Comments
Document History
Document Reference

ClusL cisie

VCL - 758- 0700000001- 1- New- Draft

I Action Man I
Vendor/Customer | Legal Name | Active From
¥ By v
First Frew o To Mext Last
sk

-wieneral Information

vendorCustarmer : | Organization Type :
Auto Generate : [ First Mame :
Legal Name: | Middle Marne : [Enter Middle
AliasiDBA: | LastName : [Enter Last |

Location Namel ]Enter Street Addres Company Mame

Department Active From :
Unit:

)
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7. Open the_Organization subsection. Enter the following information:

Required Fields

Values

Classification

Select Individual from the Drop Down

Tax ID Number

Enter 333445555 (mock SSN)
(Enter 999999999 if the customer will not provide the number.)

Taxpayer ID Number Type

SSN/ITIN/ATIN

-wlrganization -

Classification ilndividual b | Taxpayer D Mumber :H333445555 H
FMumber of Employees _ N | Taxpayer D Mumber Type ]SSNIITINMTIN b il
Werchant 1D ; i W Farm l V|
Sex: v| Tax Profile |
Date of Birth - Tax Profile Name : |
Marital Status | i :J EBIC Number : |
Annual Income ;| \7 IKEC Number - |
Web Address httedf: |
Disbursement Options
-whishursement Options
Category m Hold Payment: [~
Description ; I Hold Payment Autharized By :
Default Type : ICheck
Default Priority Hold Reason
Default Format : =
Prevent Mew Spending ! V|
Diefault Format Description : g
Third Party Code : |
Scheduled Payment Day
Third Party Mame : |
Single Payment Indicator ;
T o Third Party Appraved By ; |
Third Party Reason :‘

8. Enter the following information in the Disbursement Options subsection.

Required Fields

Values

Category

Select STM from the Pick List

Single Payment
Indicator

Check the Box

Name on Check

Select Both from the Drop Down List

)
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eMA

9. Click_Save on the Document Toolbar at the bottom of the page. The Customer/Vendor
number field will populate.

10. Select_Address on the Secondary Navigation panel.
11. Click_Insert New Line at the top of the page.
12. Enter the following information:

Required Fields Values
Address Type Billing - Select from the Drop Down
Default Record Check this box

ADVANTAGE Home  Personalize  Help

dent 01 Procurement  Accourts Pavable  Accounts ghle  Budget Cost Accourting

Document View VCC - 758- 0700000001- 1- New- Draft

Header 7

SR Action Mar

YendariCustomer l_J

<

et ; zs Type | Street 1 | City | State/Province | Zip/Postal Code | Additional Address Info.
Address Information 3
Contact Information % ¥
Cortact Address Information Insert M Line'nsert Capied Line First Prev Go To Hext Last

Customer Account WendorCustomer 1; ¥

1099 Reporting Information
Business Type 13
Service Area

| Commodty VendurICustomer:} Active From ]7
Prevent Spending Address Type | Billing v Active To: ]—

Certification
e e DivisioniDepartment: | Default Record - [_]

Document History Mail Returned : T~
Bypass Address Validation: T

Additional Address Info. |

Document Reference
Future Triggering

]
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13. Open the_Address Information section. Enter the following information:

Required Fields Values
Auto Generate Select this box. This will automatically generate the address code.
Street 1 123 Main Street
City Frankfort
State/Providence Ky
Zip Code/Postal Code 40601
Phone 333-456-7890
~whAddress Information
Address 1D Country Phone Code Ii
Auto Generate Phane: |333-455-?89EI
Streat 1 |123 Mlain Street FPhaone Extension : Ii
Street 2 | County - Ii
City : [Frankfort I County Mame : |
StateiProvince Country : Ii
ZipfPostal Code : (40601 |

14. Click Save on the Document Toolbar. Notice the Vendor/Customer field is now populated.

]
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15. Open the Customer Account section on the Secondary Navigation panel. The Customer
Account page opens.

16. Click Insert New Line.

17. Select Billing Profile (BPRO) from the Pick List. Select the profile you created in the previous
exercise for meeting room charges.

Actan ey
P vendor Customer | Legal Name | Billing Profile | Dept | Unit | Biling Type
2% By - 14-KH 728 UMT imnveoice
Insard Ht.‘wLinelr:-er Copiad Ling Fiest Prav Go To Haxt Last
Address1: >
#h
-wianeral ifonmation -
VendorCusiomer | Suppress Billing . T
Buppress Past Due Billing :
Address 1D - | i 9: [
Caollection Cyele :
Dept |?2E|
Electronic File Type vI
Unit IUNIT
—_—— File Prefix:
Billing Profile |14+;H
Meeting Room Charges
Billing Type II
Billing Location | :1
B Thidn el Pty Options
Top
[ sve T umdo T Frw [ i [ subetr | Ciose |
Jal & pig

18. Click Save on the Document Toolbar to save the record.

]
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19. Open_the_Certification section from the Secondary Navigation panel.

20. Click Insert New Line and enter the following information:

[ per=rrerrrr— = = e e e e

W fit FOooooooq 1
Document View

VCC - 758- 0700000001- 1- New- Draft

Header
MendoriCustamer
Address T 5
Customer Account -
1089 Reporting Information &% ¥ Inactive Inactive
Business Type Inzert Hew Line |nsert Copied Line First Prew Go To Mext Last
i | S |
s ..i\\rea VendowCustomer 1: >
Commodity —_—
Authorized Dept. Fh
Brevent Sheoding
|+ Certification | vendarcCustomer: |
Certficaton =iatis
Document Comments wCertification Status
Lecuniom Histnn: Yendor Active Status I-Inactive V| Customer Active Status :|i-A|::tive v| |
Document Reference S —
Future Triggering Wendar Approval Status [lncamplete vi Custormer Approval Status | [Cgmplete v]l
Top
r Save Lindo T FPrint T Waldate T Submif T Close ]
Required Fields Values
Customer Active Status Active - Select from the Drop Down List
Customer Approval Status Complete - Select from the Drop Down List

NOTE: Vendor Active Status should be /nactive

Vendor Approval Status should be Incomplete. These should be the default values for new
customers.

When setting up an existing vendor as a customer, Vendor Active Status will be Active and
Vendor Approval Status will be Complete.

21. Click Save and Validate on the Document Toolbar. Correct any errors and click Validate
again. -

22. Click_Submit. You have successfully set up a Customer Account.

23. Click Close on the Document Toolbar to close the document. This returns you to the
Workspaces open page.

]
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24. Select Vendor Customer Table (VCUST) from the Secondary Navigation panel.

25. Click_Search.

26. Enter your last name into search criteria and click_ OK. Your Customer record is returned.
27. Click_Quick Search in the upper right corner. Page Search opens.

Vendor/Customer

Menu Quick Search

Vendor/Customer | Legal Name | Vendor Active Status | Customer Active Status %

First Prev Mext Last

28. Enter CACT in the Page Code field to open the Customer Account Search page.
29. Click on the_Customer Account Options link to review the Customer Account table (CACT).

Page Search

Cate nw:| v|
Pageit§9:| v|

Deacnpﬂun:|

Page Code : [CACT*

Browese Clear

Description Page Code

~  customer &ccount Options CACT
First Prew Mext Last Open With Cata

]
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Customer Account (CACT) TABLE

Customer Account Options

Menu Quick Search

Customer Billing Profile | Department | Unit | Billing Type | Address ID
w  WCO000053369 OLDHAM COUTRY PUBLIC LIBRARY 24348 243 LIMIT  Invoice AL
WCOO00094113  ROSE HILL CHRISTIAR CC 5454 245 LIMIT  Insecice A0
WCOOOO097533  REGIOMNAL PUBLIC SAFETY 5454 245 LMIT - Invoice ADa0
WCOOOO097EES  MURRAY STATE UMMNERSITY 24548 245 LMIT  Inscice A0
WCOOOO093007  SHELEY COUNTY HIGH SCHOOL 5454 245 LMIT - Invoice ADa0

First Prew Mext Last

Sawve Undo Delete Insert Copy Paste Search "h

—waeneral Information

Custorner |VCDDEIDDBEEEEB Suppress Billing - [
OLDHAM COUTMY PUBLIC LIBRARY Suppress Past Due Billing : |
Address ID : |[ADDDT Bill Parent : [false

Billing Profile : [5454 Collection Cycle
Department ; 545 Electronic File Type
Unit : [LIRIT File Pr%«:

KET Charges
Billing Type :

Final Statement :

Billing Location :

30. Click the_Home Action Button to return to the Home Page.

]
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Receivable (RE) Document

A Receivable (RE) Document is used to bill customers for goods or services. It is an accounting
transaction that triggers the billing process and tracks receivable events to recognize that money
earned now will be received in the future. Invoices are sent to customers for goods and services
provided and/or fulfilment of an order, completion of work, etc. The billing process records amounts
legally owed to the Commonwealth. It can be a revenue event, a vendor refund or it can be unearned
revenue. There are two types of receivables:

e Regular Receivable — This is the default receivable and typically results in the generation of
an invoice or statement to bill customers within eMARS. A regular receivable is eligible for the
accrual of finance charges and other collection actions.

e Summary Receivable — A Summary Receivable is used to record accounts receivable
information maintained in separate systems outside eMARS. Summary receivables are used
to facilitate budget control and reporting. They help link processes occurring outside eMARS
to the overall revenue/receivable management numbers tracked within eMARS. For agencies
using their own accounts receivable subsystems, summary receivable information can be sent
from the offline system, or manually entered and recorded as an accounting event in eMARS.
Invoices are not produced for these summary receivables.

To create an RE document,
1. Open the Accounts Receivable Workspace.
Select Receivables from the Secondary Navigation Panel.
Click on the_Receivable Document (RE) link in the RE Document section.

The Document Catalog opens with the RE document list populated.
Click_Create.
Enter the Dept. Code, Unit Code.

Select Auto Numbering to create a new RE document. The new RE document opens to the
Header General Information section.

N o o s~ DN

]
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WEn

RE Document — Header Section

General Information
Additionsal Amournts

Document Information

Accourting

Posting
Document Comments
Document History
Document Reference
Future Triggering

Header

RE - 075- 0600000022- 2- Modification- Draft

| Action Merw ]
Fh
~wGeneral Information

Reclassification Date :I

Document Mame :|
Reclassification Held © [~

Record Date

Docurment Dispute Status | Mat Applicable

Budget FY
Fiscal Year:

Feriod :

Document Description :

Actual Amount : $250.00
Cloged Amount : §0.00
Closed Date :

r PAdditional Amounts

r bAdditional Dates

r Extended Description

r PDocument Informati

Top

r Save

T e [ Fit [ vaiwae [

Submit

T

Ty

RE Document — Vendor Section

~ Wendor

General Information

Billing £ Collection Information

Pozting
Document Comments
Document History
Document Reference
Future Triggering

Accounting

RE - 075- 0600000022- 2- Modification- Draft

Document Code | Doc Dept | Document Identifier | Document Vendor Number
v RE

o7s 0E00000022 26
First Prew 2o To Mesxt Last
Accounts Receivable Corespondence
sk
rwGeneral Information
wendor Custamer - [v/COD00 100008 Wendor Contact 10 :
Billing Profile : I555A wendor Contact Mame :
Legal Mame : |.Joe C keltner Wendar Contact Phone :
AliasiDBA | “Wendor Contact Phone Ext. :
Address CUde:lADDm wWendor Contact Email

Address Line 1

Address Line 2 :

:|4DE| MeGregaor

Fax:

Fax Extension :

T

City - |Gradyville Weh Address hitpif -
State : | Kentucky M Misc Account
zip:[s0z0s Receivable Type :
Country IUS— AR Dept: |555
County I— AR Unit: [URIT

)
& calIams

35 of 76




eMARS|:

eMARS 420 - Revenue & Accounts Receivable

RE Document Accounting Section

Documnent View RE - 075- 0600000022- 2- Modification- Draft
Header “Action Meny
Wendor
- -
w+. Accounting Line | Line Amount | Line Closed Amount | Event Type
zeneral Informeation -
Reference 3 v 1 $250.00 $0.00 AR
Fund Accourtin Inzzrt Mew Line Insert Copied Line Fitst Prev Ga To Mext Last

Dretail Accounting
Additional Informstion
Extended Description =13

Posting )
NoeomenlEomments ~=General Information

Document History Event Type IARU'] > Budget Fy': IZEIDE
Document Reference " . J
Future Triggering Line Type:IA Fiscal‘r‘ear:l

Line Type Mame : Principal Period : I
Accounting Template © (G7E800 -
I Billing Rate :I

Quantity: |

Wendor 1: Joe C Keltner >

Line D iption
Ine Descrption Unit of Measure :

Reason: I
Line Amount : |$250.UU Dispute : | MNat Applicable

Line Cloged Amount: $0.00 [P l—
Line Closed Date ’

Reclassification Held : [~

RE Document — Posting Section

RE - 075- 0600000022- 1- New- Final

Header “Action Many
Y endor
—~ ﬁ‘;;?n”qm'”“ Debit Posting | Debit Posting Hame | Debit Amount
Tl G Credit Posting | Credit Posting Name Credit Amount.
Fund Accounting , e RO Billed E Rec F250.00
Detail Accourting 4 AncEr
Document Comments RoR2 ] EE $250.00
Document History First Frew o To Wewxt Last
Document Reference Accounting Line 1: ¥
Future Triggering
Fh
~wGeneral Information
Run TimeiDate : 030152006 Budget Fy': 2006
Record Date ; 021052006 Fiscal Year: 2006
Journal Posting ; Posted Period ; &
Budget Paosting : Posted FostPairlD: A
Bank Account : G1 Line Armount : (2800070
BSA Type Indicator Fosting Amount : ($250.00)
DBSA Type Indicator: Asset Closed ﬁmDunt:|$D.DD
r BFund Accounting ]
r kDetail Accounting |
Top

[ et [ i [ cooyrowad [ Ciose ]

)
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Accounting Templates

The use of accounting templates will simplify the entry of accounting information. An Accounting

Template is selected from the Pick List in the Accounting subsection.
Open the_Pick List to choose an Accounting Template.

You can Search for the Accounting Template code or Name. The template will automatically populate
the appropriate accounting element fields. This will be illustrated when completing the exercises for the

RE document.

Choose
Browse Clear
Accounting Template : |F* Mame : |
Department : | Department Mame : |
Active - |

Accounting Template Hame Department | Department Name | Active
Select EQvYS32 075--E212 07s KHE& AL true
Select EO¥SRY 07 5-General Revenue avs KHELL true
Select F13000 130 - Revenue Budget 130 Revenue true
Select FKEESR KEES ovs KHE& A true
Select 54531 Fagavater Litiities 758 Fin Contraller true
Select GyaE00 ¥a5-Function BALAD Tag Fin Contraller true
Select e T55-Electric Ltilties 753 Fin Corntraller true
Select 7a502 Fa5-0Office Supplies 758 Fin Contraller true
Select G7oE05 Adminiztration Tag Fin Contraller true
Select GFsE10 T55--Computer 753 Fin Corntraller true
Cancel First Previous Mext Last

]
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RDET Table

The payments applied against receivables and/or customer accounts can be viewed through online
inquiries. The Receivable History and Reference (RDET) table tracks which receivables have been
paid by the customer and which are still outstanding. After entering the Customer ID, the Receivable
History will display a list of Receivable (RE) documents in the system for the customer.

RDET Table — Receivable Search

Receivable Search

Menu Quick Search

Browse Clear

Custamer Outstanding :

| I
Mame : | Collection Status
| Intercept Status :
Billing Profile : ,7 Wyrite- off Status :
AR Dept - ,7 Dispute Status : -
AR Unit - ,7 Faviment Plan : -

Taxpayer ldentification Mumber :

Doc 1D |

Billing Profile Outstanding

~  Ta8 Ch410-EX4-755  WCO0001 00005 Joe O Kelner 5554 0272002008 000
Et= Chad1 0-ExX4-01 WCO0001 00005 Joe C Keltner 5554 0272002008 F2a0.00
758 OE00000005 YCO000100005  Joe C Keltner 5554 022002008 F0.00
Et= Chad10-ExX4-04 WCO0001 00005 Joe C Keltner 5554 0272002008 F2a0.00
758 Chad410-EX4-07 WCO0001 00008 Joe O Keltner 5554 0272002008 F2s0.00
Et= Chid10-EX4-10 WCO0001 00005 Joe C Keltner 5554 0272002008 F2a0.00
758 Cha410-EX4-135 WCO0001 00008 Joe O Keltner 5554 0272002008 F2s0.00
Et= Chid10-EX4-16 WCO0001 00005 Joe C Keltner 5554 0272002008 F2a0.00
758 Chi410-EX4-19 WCO0001 00008 Joe O Keltner 5554 0272002008 F2s0.00
Et= Chad 1 0-Ex4g-22 WCO0001 00005 Joe C Keltner 5554 0272002008 F2a0.00

First Frew Mext Last
Beceiwable History and Reference Querny

]
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CUSTA Table

CUSTA Table — Current Balance

The Customer Account Information (CUSTA) table provides current balance information on each of
the receivables in the customer account. By selecting the magnifying glass icon by any field, you can
drill down to see detailed information on the item. The eMARS security setup ensures that agencies
only see their own transactions online.

Customer Account Information

Customer

Billing Profile

Department | Unit

Outstanding Balance

Menu Quidk Search

v WCOODD10000B Joe C Meltner 5552 555 LRIT $10,750.00
First Frev Mest Last
Search  Fk
~®Current Balance
Customer |\/CDDDD1DDDDE Earned Unliguidated Rec : W Q
Marme |.Jue C Keltner Earned Liguidated Rec : IMDD? Q
Billing Profile : W Earned Collected ; W Q,
Department : |555 Unearned Unliguidated Rec : |$DDD— Q
nit W Unearned Liguidated Rec ; l&iDDD— Q)
Unliguidated Amount: [$10,750.00 Uneamed Collected: [§0.00 &
Liquidated Amount W Refund Unliguidated Rec ; |$DDD— Qs
Collected Amount: [§1, 00000 Refund Liguidated Rec: [§0.00 <4
Short-Payment Tal ’$DDD— o Refund Collected : |$DDD— o
Cwer-Payment Tal ’$DDD— :?; Deposit Unliguidated Rec : l&;DDD— Q;
Outstanding Balance W Depasit Liguidated Rec |$DDD— 4
Wiritten OfF Amount ’$DDD— oy Deposit Collected l&iDDD— 8N

Ll R e o N = N Y

L LT

bl S =N
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Workflow and the Approval Process

Workflow routes certain documents through approval stages based on system parameters. When a
user submits a document, eMARS will automatically validate the document. If no errors are
encountered at that time, then the document will successfully submit into workflow, ready for the first
approval level. If no errors are encountered upon the last approval of the document, the document is
approved and posted to Final. However, if errors are encountered upon final approval, eMARS will
automatically remove ALL approvals from the document and place the document back in “Draft” phase
pending the submitter’s corrections. The corrected document will have to be submitted again and all
approvals applied.

Workflow routes the RE document through approval stages by assigning it to Worklists for the
appropriate approvals. A Worklist contains a listing of documents assigned to you or to your team
requiring approval. In training, the documents will go immediately to Final but in production, the
documents will enter workflow for approval.
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Exercise 3 — Process a Receivable (RE)

Scenario

Services have been provided to a new customer of Transportation and you need to bill them for these
services.

Task Overview

You need to create an RE document to bill the customer in the amount of $2500 for two State Highway
Engineering Manuals.

Procedures

8 Select_Accounts Receivable from Workspaces in the Primary Navigation Panel.
8 Select the Receivables link from the Secondary Navigation Panel.

8 Click Receivable Document (RE) in the RE Document section.

| Accounts Receivable
Sawe Al Cloze

Cash Receipts Receivables

Customer Maintenance
Billing and Collections Frocess Receivable (RE) documents and view Receivables Search and HistonwReferance pages.
Receivables

RE documert

Feceivable Inquiries
Vendor InterceptiOffset

Ienu

= RE document
Customer receivables are processed on an RE document.

Write OfF
Treasurer's Office \“h)

b Receivable Inquiries
Wiew Receivable Search and HistongwReference pages in the system.

]
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8 The Document Catalog opens with the RE document list populated.

8 Click Create.

8 Enter the following information in the Document Identifier.

Required Fields Values

Code RE

Dept See Student Card

Unit Unit

ID Select Auto Numbering

Accounts Receivable
Sawe Restart Sawve Al Cloze

Cash Receipis

Customer Maintenance
Billing and Caollections
Receivables

RE document

+" Receivable Documert (RE]
Eeceivakle Inguiries
Vendor Interce set
Write O
Treasurer's Office

Document Catalog

Search

bk
—whocument ldentifier

Dept. IFZB

Code : |RE Unit ILJNIT

ID: |

—w{ither Options
Auto Mumbering ;. W
Create Template : [

Exercise 4.

Make a note of the Document ID to use later in this exercise and

7. Click Create. The page opens to the General Information section.

You will not enter any information in this section.
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8. Open the_Extended Description section from the Secondary Navigation panel. Enter a

description of the Engineering Manuals being billed. This information will print on the

invoice or statement.

The Document description does not print on the Invoice or Statement.

9. Open the_Vendor section from the Secondary Navigation panel.
10. Open the_Vendor/Customer Pick List.

11. Search for the Customer you set up in the previous exercise. Search by Vendor/Customer or

by the Legal Name.

12. Click the Select link for the customer and the document returns to the General Information

section.

13. Open the_Billing Profile Pick List.
14. Enter the Billing Profile you created in Exercise 1.

RE - 075- 0600000021- 1- New- Draft

v RE 07s

0E000000:21

Document Code | Doc Dept | Document Identifier | Decument Vendor Humber

5

Accounts Receivable Correspondence

Actian Menu

First Prew o To Mext Last

Fhk
wiGeneral Information

wendor Customer |VCEIEIDEI1EIEIEID?

Billing Prafile : [5554,

Wendar Contact 1D :

Yendor Contact Mame :

Legal Mame :

Yendor Contact Phone

AliasiDBA

Yendar Contact Phaone Ext.

Address Code ;

wendar Caontact Email :

Fax:

Address Line 2 :

Fax Extension :

|
|
|
Address Line 1: |
|
|

County ;

ity : Wieb Address hitpor
State [v] Misc Account:
Zip | Receivable Type
Country Ii AR Dept
AR Linit

I

Regular [V]
S|075
CJURIT

)
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15. Open the_Accounting section from the Secondary Navigation panel.
16. Click Insert New Line if this is the first record or a new record is required.

RE 728 0700000001 1

Document View

Document Histo ¥
Document Relerence

Future Triggering

RE - 728- 070000000 1- 1- New- Dralft

. Accounting Line | Line Amount | Line Closed Amount | Event Type

&% B ~ i $0.00 ARDY
naaft New Line [fzef Copied Line Firet Prew Go T Nesk Last
Vendor 1 Jee L Jones »
#h
~wGaneral Information
Event Type - [ARD1 B Budoet FY !
Line Type - Fiscal Year !
Line Type Mame Period |
Accounting Template - |C728
0 Template - |C728R1 Billing Rats : |
[}S —I Quaml'.x':l
K Empripion; Unit of Measure
2| Reason :i
Line Amount : (2500 Dispute I ﬂ

Line Closed Amount : §0.00
Line Closed Date -

Reclassification Date i

Reclassification Held : [

17. Enter the following information:

Required Fields

Values

Event Type

ARO1

Accounting Template | See Student Card

Line Amount

2500

NOTE: Using an Accounting Template will automatically populate the values in the Accounting
section after the document is validated.

18. Open_Fund Accounting and enter a Revenue Code from your Student Card.

19. Click_Validate. Correct any errors and then click Validate again. A message is returned

Document Validated Successfully.
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20. Open Posting from the Secondary Navigation Panel. Open and review the Fund and Detailed
Accounting sections for this transaction.

RE - 075- 0600000021- 1- New- Draft

| Actian Manls I
Function | Debit Posting | Debit Posting Name | Debit Amount
Credit Posting | Credit Posting Hame Credit Amount
[} Biled E R F2,500.00
& 1 Standard RO e =e
RO02 External BER F2,500.00

First Prev o To Mext Last

Accounting Line 1: »

21. Click_Submit. The document status changes to Final.
22. Click Close to exit the document. You are returned to the Workspace page.

]
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Receivable Inquiry

You can view your Receivable as well as other receivables in Final status from the Receivable History
and Reference Query (RDET) table.

Receivable History and Reference Query

Menu Quick Search

Search First Prewv Next Last
Total Billed ;
Total Liguidated :
Total to Callections :
Total Written Off

Department :

LInit :

(L

Do Dept :
Total Dutstanding :
Dl nsllels Closed Date :
Customer:
MHame :

Accepted | Reference Document | Billed | Liguidated | Sent to Collection

First Prewv Mext Last
Receivable Search

1. Open the_Receivable History and Reference link from the Receivables Inquiry section in
the Secondary Navigation Panel. A Search page opens

Enter the Document ID for the RE document you completed in this Exercise.
Click OK. You can review the posting for this document from the query page.
Click Quick Search. The Page Search page opens.

]
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Enter CUSTA.
Click_Open with Data. The Customer Account Information Table opens.
Click Search.

Enter the customer name you created in Exercise 1. You can review the receivable balance
on the Customer Account Information Table.

® N o o

9. By clicking on the Drill Down (Magnifying Glass) link beside the Earned Unliquidated Rec
amount, you can see the documents that make up the amount.

NOTE: You can search by Name if you do not have the Document ID or the Customer
number.

Customer Account Information
Menu Quick Search
Billing Profile | Department | Unit | Outstanding Balance
First Prav N k Last
Searh Sk
wCurrent Balance
Customer : | Earned Unliquidated Rec ; | Q
Name : | Earned Liguidated Rec : | Q
Billing Profila : Ii Earned Collected . | Q
Department : li Unearned Unliguidated Rec | Q
LInit : li Unearned Liguidated Rec : | :1;
Unliguidated Amaount : | Unearned Collected : | :1;
Liguidated Amount ; | Refund Unliguidated Rec | :2;
Collected Amount ; | Refund Liguidated Rec ; | :2;
Shor-Payment Tal | Q Refund Collected : | Q
Over-Payment Tal : | 0 Deposit Unliguidated Rec : | Q
Outstanding Balance : | Deposit Liguidated Rec : | Q
Wititten Off Amaount | (oY Deposit Collected : | Q
Unreserved Credit Balance | Third Party Code |
Fesemed Credit Balance | Third Party Unligquidated Rec | :1;
Third Party Liguidated Rec : | N

]
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Modifying an RE Document

A RE modification document is used to capture accounting transactions to decrease (when a customer
is over charged) or cancel a previously established receivable.

1. To modify an existing RE document, open the Final Submitted document from the Document
Catalog.

2. Click_Edit from the Toolbar and a Modification Draft document opens. Make the necessary
changes to the document.

3. Click_Validate. If you change the amount you will need to enter a reason on the Accounting
Section of the document.

4. Correct any errors then click Submit.

The document becomes Version 2 Modification. The document is submitted to Workflow. Once
submitted to Workflow, the previous document that you changed becomes New Historical (Final).
Each time the document is modified, the version number will be incremented by 1.

Modified RE Document — General Information

RE - 075- 0600000016- 2- Modification- Draft

dk

wGeneral Information

BocimeEntiamer Reclassification Date FEEF

Reclassification Held : [~
Record Date ’7 EH
BudgetFy:[oooe
Fizcal Year: ’7
Period : ’—

Document Description :

Document Dispute Status | Mot Applicable v,

Actual Amount : §250.00
Closed Amount : $0.00
Closed Date
pAdditional Amounts
kAdditional Dates
pExtended Description
kDocument Information

Top

Menu

]
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Modified RE Document — Accounting Line

Accounting Line | Line Amount | Line Closed Amount | Ewvent Type

~=General Information

&% ~ 1 F3,000.00 000 AROT

Inzert Mew Line Insert Copied Line First Prew Go Ta Mext Last
h Wendor1: Donna L Hall >

+k

Event Type :

ARO
A

Principal

EO07SR1

Line Type :
Line Type Mame :

Accounting Template :

Budget FY : |2007
Fiscal wear : |2007
Feriod : |8

Line Closed Date :

Billing Rate :
Quantity : |
Line Description : Uhitaf hdaasiire -
Reason : [FINCHRG
Line Amaunt : |$3 00,00 Dispute :
Line Closed Amount: $0.00

Reclassification Date :

Reclassification Held :

I i

-

~*Reference

RefDoc Code : |

RefDoc Dept

RefDoc D : |

Refvendor Line
RefAccounting Line

FRef Type : Partial
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Cash Receipts

The Cash Receipts process records all money received by the Commonwealth. Money can be
received in the form of check, cash or electronic funds transfer (EFT).

A receipt transaction represents one of five business events:

e Customer pays bill — a customer is billed for services provided by the Commonwealth by
processing a receivable (RE) document. A CR referencing the RE document is processed to
recognize the cash collection of the previously recognized revenue. The corresponding
receivable is therefore closed, if the full amount is received.

e Vendor returns refund — a CR document can be processed to recognize a reduction of
expense/expenditure. This may occur when the Commonwealth has submitted overpayment for
goods or services to a vendor.

e Customer pays for cash sale — a CR document can be processed to recognize receipt of
revenue without reference to a receivable transaction. For example, a CR document can be
processed to recognize cash received directly from any source.

e Customer pays for goods and services not yet performed — a CR document can be
processed to recognize a deferred revenue liability. This may occur when the Commonwealth
has received cash in advance of earning the revenue.

e Repayment of Loan, Investment Principal, or other asset.

The Receipt process is initiated by the agencies that receive money, and final approval is done by the
Treasury who deposits the money into the bank. From the time agencies receive the money and
process a CR document until the CR is pending approval, the cash is not available to the user agencies
for disbursement. Once a receipt transaction is recorded and approved by the agencies, funds are
routed to Treasury for deposit.

Use Copy Forward to simplify entry of a CR referencing an RE.
Open the RE document and select Copy Forward.

]
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RE 075 OS00000

Document View
~" Header

General Information

Additional Amounts

Additional Dates

Extended Descristion

Document Information

Yendor

Accounting

Posting
Document Comments
Document History
Document Reference
Future Triggering

RE - 075- 0600000022- 1- New- Final

dh
~wGeneral Information

Action Meny

Cocument Mame :|

e
e

T a—
B

Recard Date
Budget FY
Fiscal vear

Period

Reclassification Date :I

Reclassification Held . [
Document Dispute Status | Bl Spplicable

Document Description :|

Actual Amount : 25000
Closed Amount: $0.00
Closed Date

r FAdditional Amounts

r PAdditional Dates

r kExtended Description

r FDocument Information

Top
[ e Y  pie  [Cooyrowaw | Ciose
Menu
Copy Forward RE Document to a CR Document
Copy Forward

From Dacument

Category :

Tupe :

Dioc Dept:lﬂ?":n'—
Coc Unit:IUNIT

Code:
Select Entire Document : Yersion :

To Document

ID - 0500000022

e

Doc. Department Code ID?S Ciocument 1d :|
Linit Code |Unit| Auto Murnbering :

Target Doc Type | Target Doc Code Description
« CR CR Collect Receivahle
L e Write-Off Receivabls

First Prew Mext Last

0OK|| Cancel

B

)
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eMARS|:

CR Document with RE Document Referenced

Document View CR - 075- 0600000042- 1- New- Draft
Header eton Worms
“endar
v -
Accounting - Accounting Line | Line Amount | Ewvent Type
General Information -
Reference & . 1 F250.00 AR0O2
Func! ACCDUI‘Iﬂ!ﬁq Insert Hew Line Insert Copied Line First Frev o To Mext Last
De_tall Accouting Wendor 1: WCOOOD 100006 >
Posting

Document Comments
Document History
Document Reference
Future Triggering

Accounting Details
Fh

~wGeneral Information

Event Type : IARDE Budget FY': IEDDE
Line Type : IA Fiscal Year: |

Line Type Mame ; PRIMCIPAL Period I
Accounting Template IG?EBDD EEErS I

Reclassification Date :I

Line Description _ )
Reclassification Held ;. [~

Line Amuunt:|$250.DD
Refunded Amount: §0.00

~*Reference

RefDoc Caode : |RE Refvendar Line : I'l
Ref Doc Dept:ID?S RefAccounting Line : |1

RefDoc D IDEUDDDDDEE Ref Type : Patial

You learned how to process a Cash Receipt (CR) document in the prerequisite to this class,
EMARS410 - Cash Receipt Processing. You will now complete an exercise to process a CR document
from an existing RE document.

)
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Exercise 4 — Process a Cash Receipt (CR) from the RE document using
Copy Forward Option

Scenario

eMARS enables you to create a new document based on an existing document that is in Final status.
The new document must be the next logical function (document) in the business process (e.g. a CR
document can be created from an RE). Copy Forward helps reduce errors and saves you time when
entering the same reference information into the new document. This functionality is not available on all
documents.

Task Overview

The customer billed in Exercise 2 made a payment for the invoice and you need to apply the payment
to the receivable. The invoice was for $2500 and the payment received is $2000. This will leave a
remaining balance on the RE of $500.

Find the RE document you created in the last exercise and Copy Forward to create a CR
document.

Procedures

You can also find your document by accessing the Primary Navigation Panel Accounts
Receivable Workspace or by accessing the Document Catalog. In this exercise we will create the
Cash Receipt (CR) document by accessing the Document Catalog.

1. You will click Search on the Secondary Navigational Panel.

2. Click Document Catalog.
3. Enter RE in Doc Code, enter your Unit, and the Document Number you are locating.

I Accounts Receivable
Sawe Al Cloze

Cash Receipts Receivables

Customer Maintenance

Billing and Collections Frocesz Receivable (RE) documents and view Receivables Search and HistonwReferance pages.
Receivables

RE document

Receivable Inguiries
Vendor Interce set

Menu

= RE document
Customer receivables are processed on an RE document.

Write Off
Treasurer's Office "\[b

P Receivable Inquiries
e Receivable Search and HistonReference pages in the swstem.

]
g cal dms 530f 76



Ke

eMAR

eMARS 420 - Revenue & Accounts Receivable

4. The Document Catalog page opens with a list of RE documents.
Document Catalog

Creste

sk
—whocument ldentifier

Code : |RE Unit
Cept. : | D |

—wllser Information

Create User D Create Date

r POocument State 1

Browese Clear

% | Action Manu I
Open Walidate Submit Copy

Code | Dept. | Unit 1D Comments | Yersion | Function | Phagse | Status Date Uger ID
[ RE 025 AFD SYSOG00000064 Mo 1 Mew Final  Submitted 7H4068 emarspre
[] RE 025  AFD1 SYSOS00000106 Ro 1 Mew Final  Submitted 7408 emarspre
[ RE 025 AFD SYS0S00000107 Mo 1 Mew Final  Submitted 7/406 emarspre
[1 RE 025 AFD  SYSOGDOOOC0S ko 1 Bewy Final  Submited 7406 emarsprd |

5. Enter the following information in the Document Identifier section:

Required Fields Values

Code RE

ID Enter the Document ID from your RE in Exercise 3.

1. Click Browse.
2. Check the box next to the document you want to copy forward.
3. Click_ Open. The Final RE document opens.

]
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¥

wHeneral nformation

BT NET e Reclazsification Date :

Reclassification Held © [
Record Date: [02/10/2008 [
BudgetFv:[2008
Fiscal Year: lﬁ
Feriod : lai

Dacument Description

Daocurment Dispute Status

Actual Amoont - $240.00
Clogsed Amount : $250.00
Closed Date - 02011 072006

bAdditional Amounts
BAdditional Dates

kExtended Description

=whocument Information
Created By ;. Student75a
Created On: 021 0/2006
Modified By . Student7as
Maodified On 02102006

Top

[ Edi T Print Copy Fonward Close 1

4. Click_Copy Forward from the toolbar at the bottom of the page. The Copy Forward page
opens.

5. Inthe To Document field, enter the following information:

Required Fields Values

Doc. Department Code | Use the Same Dept as the RE
Unit Code Unit

Auto Numbering Check Auto Numbering

]
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6. Select CR in the Target Doc Type field.

Copy Forward

From Document

Code

Tao Document

v CR CR

Category

Twpe :

Select Entire Document

Doc. Department Code ¢ II:I?:S Document Id |

|AR Doc Dept IEI?'S
|RE Doc Unit |UN|T

|RE 1D+ |Chid 1 0-Exd-03

Wersion |1

e 0

Unit Cade : [UNIT o Mumbering ;

Target Doc Type | Target Doc Code Description

Caollect Receivable
Wiite-Cff Receivable

First Prev Next Last

N

7. Click OK. A new Draft CR document opens to the General Information section.
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8. Open the_Bank Account Pick List and select G1.

CR - 758- 0700000006- 1- New- Draft

| Actian Memu I
Auto Apply
Fhk
—wheneral Information
Dncument[:%ame: License Fee Bank account: |51
CashAccount:
Record Date
| CashAccount Sub
Budget Fy:
Deposit Ticket : |
Fiscal Year: _
Deposit Date |
Period : _
Bank Deposit Date |
Document Description Suppress Pend Print: [
Actual Armount ; $0.00 Payment Type : | Cash v|

~ PExtended Description

— BOocument Information

Top

—
(]

ave T Lhnds T Print T vakdate T Submi T Closs ]

| hlepy

]
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9. Select Vendor from the Secondary Navigation panel. Enter Line_Amount_$2000. This is a
partial amount for the RE. The balance will remain open on the RE.

CR - 758- 0700000006- 1- New- Draft

Action Menu

.
J

Vendor Line | Vendor Customer | Legal Name | Line Amount

&b v 1 %C00001 00084 John L Jones £2,000.00
Insert Mew Line Insert Copied Line First Prev Go To Mext Last
sk
—wheneral Information
Wendaor Customer |\a’CEIEIEIEI1EIEIEIEh1 Wendar Contact 1D |
Billing Profile Yendor Contact Mame |
Legal Mame |J|:|hn L Jones Yendor Contact Phone |333-455-?89EI
AliasiDBA | Yendor Contact Phone Ext.
Misc. Account: [ vEndanDntactEmail:|
Address Code : |ADEIEI1 Fax: |
Address Line 1 : |123 hain St Fax Extension :
Address Line 2: | Weh Address hitp:f : |
City : |Frankfort Auto Apply: [
State © kY Reserve CrBalance . |
Zip |f1EIEEI1 Line Amount ; |$2,EIEIEI.EIEI
Sl lr Line Actual Amount : $0.00
AR Dept:
Caunty :
AR Linit

)
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10. Open the_Accounting section.
11. Enter $2000 in the Line Amount.

12. Click Validate. If there are any errors correct them and then validate again. You receive a
message that the document validated successfully.

13. Click Submit. The document updated successfully and the status changed to Pending
Approval.

R - 708 07 0000000 T- Mew- Draft

[ Actian Meni

Accounting Line | Line Amount | Event Type

3% v 1 $2,00000 AROZ

nsert Mew Line Insert Copied Line First Prev o To Mext Last
Wendor 1: WCOOOOq Q008G >

Pccomnting Details
Ll

- =General Infermation

Event Type ; |ARDZ Budaet FY
Line Type © |4 Fiscal Year:

Accounting Template | |G753R1 Beasan

Reclassification Date

Line Type Mame : Principal Feriod :

Line Description :
Feclassification Held . [

Line Amourt |$2,EIEIEI.EIEI
Fefunded Amount : §0.00

-wheference

Fef Do Code | FefYendor Linge : |
RefDoc Dept : RefAccounting Line : |

Fef Type : Partial

RefDoc 1D |

]
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14. Open Posting from the Secondary Navigation panel to view the credit and debit posting for
this transaction.

CR. - 075- 0600000046- 1- New- Pending
| Action Menu I
Funetion Debit Posting | Debit Posting Name | Debit Amount
Credit Posting | Credit Posting Name Credit Amount
y 1 Liguiction Ro02 External BER F2,000.00
RO Billed E Rec F2,000.00
5 Standard A001 Cash F2,000.00
RO03 External CER F2,000.00
First Prew Go To Mext Last
Accounting Line 1: >
sk
~wGeneral Information
Run TimeiDate : 030272006 Budget Yy 2008
Record Date ; 021072006 Fiscal Year: 2006
Journal Posting © Mot Ready Feriod . 8
Budget Posting : Posted FPostPairiD A
Bank Account : G1 Line Amaunt : §2,000.00
BEA Type Indicator Posting Amount : $2,000.00
OBSA Type Indicator ; Asset Closed Amaunt - IM—

15. Click Close to exit the document. You are returned to the RE document. Close the RE.

16. Enter RE for the Document Code and your Document Number from Exercise 3.
17. Click Browse to refresh the Document Catalog.
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18. Open the RE document to review the Closed Amount on the Header.
Notice the Closed Date is blank. There is $500 remaining due on this Receivable.

RE - 075- 0600000034- 1- New- Final

| Action Mant I
4

-wheneral Information

Docurrent Marme :| Reclassification Date :I

Reclassification Held : [

Record Date : IW Document Dispute Status :
BudgetFy: [B00B
Fiscalear: IQEIEIE+
Feriod : IB—

Doaocument Description :

Actual Amount . $2,5800.00
Cloged Amount J$2,000.00
Closed Date :| |

kAdditional Amounts ]

kAdditional Dates ]

pExtended Description ]

kDocument Information ]

Top

[ e Y mit  Jooyrowas [ close

Menu

]
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Exercise 5 — Process Cash Receipt (CR) for Electronic Funds Transfer
(EFT)

Scenario
Funds have been received electronically from Customers and need to be entered into the system using

a Cash Receipt (CR) document.

Procedures

—_

Open the Accounts Receivable Workspace from the Primary Navigation panel.

Select Cash Receipt Document (CR) from the Cash Receipt Document section. The Document
Catalog opens.

Click Create to open a new page.
4. Enter the following information.

n

w

Required Fields Values

Code CR

Dept See Data Card

Unit Unit

Other Options Select Auto Numbering

Document Catalng

Search
b
=hocument ldentifier

Code : |CR Unit: JUNIT
Dept. : 075 D |

=0ther Options
Auto Mumbering ;
Create Template : []

Create

hlenu %

]
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5. Click Create. The new CR document opens to the General Information section.

6. Enter the following information:

Required Fields Values
Bank Account Select G1 from the pick list
Deposit Ticket Required — Copy this CR Document ID into the field
Deposit Date Required — Enter Current Date
Payment Type EFT
LH /S USadou2 20 1
"-“‘“me"t iew CR - 075- 0600000220- 1- New- Draft
Header Action Mar
General Information LL"
Extended Description Auto Apphy
Documert Information =1
~endor - ~wGeneral Information
Accounting
Posting EIankAccount:l EJ

Document Comments Document hame : |
Document History

Cash Account: |
Document Reference Record Date : I

Future Triggering Zash Account Sub |

Budget FY : I
Deposit Ticket : [DE00000220

FiscaIYear:I —
Deposit Date |2f22f2EIDE |
Fariod :I .
Bank Deposit Date :|
r

Document Description

Suppress Pend Print

Actual Amaunt ; $0.00 Payrment Type | EFT v

M

W

r kExtended Description

 kDocument Information

JTop

r Save T Lind T Print T Validale T Subrmif T Cloze ]

Menu

7. Click the Vendor section from the Secondary Navigation panel. The page opens to the General
Information section.

Click Insert New Line. Enter $1500 in the Line Amount field.
Open the Payment Information subsection. Enter an EFT Number 999999.

]
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—wPayment Information
Fayment Date : | MSF Fee Amount : |
Reasnn:l MEF Check Date:l
CheckiEFT Mumber |9999999 Waive MSF Fee: [

10. Click the Accounting section from the Secondary Navigation panel. The page opens to the
General Information section.

11. Click Insert New Line. A new page opens to Accounting Details General Information section.
12. Enter the following information in General Information:

Required Fields Values

Event Type ARO02
Accounting Template | See Data Card
Line Amount $1500

CR - 075- 0600000220- 1- New- Draft

| Atian Manu I
Accounting Line | Line Amount | Ewvent Type
& . 1 $1,50000 ARO2
Insert Mew Line Insert Copied Line First Prev Go To Mext Last
Wendor 1: »

Accounting Details
sk

—=General Information

Event Type IARDE Budget FY :I

Line Type . IA Fizcal Year: I

Line Type Mame ; Perind - I
Accounting Template IFKEESR ST I

Reclassification Date :I

Reclassification Held : [~

Line Description :

Line Armaount ; |$1 A00.00
Refunded Amount : $0.00

r PReference ]

r BFund Accounting ]

r kDetail Accounting ]

Top

r Save T Linda T Print T Vabdale T Suabrnif T Cloze ]
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13. Open the Fund Accounting section and enter the Revenue Code from your Student Card.

14. Click Save.
15. Click Validate. Correct any errors and validate again.

0 View 8l {1 of 1) : Document validated successfully
CR. - 075- 0600000220- 1- New- Draft

Accounting Line | Line Amount | Event Type

&% v 1 $1,50000 AROZ

Insert Mewu Line Insert Copied Line

First Prev Go To Mext Last
Wendord: >

16. Click Submit. A message is returned Document submitted successfully. The document is now a
Final document in the Document Catalog.

17. Click Close to exit the document.

NOTE: In production, this document will be submitted to Workflow for approvals.
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Tolerances in Processing Cash Receipts

Short payment and overpayment tolerances are defined in the system. Short payments are set for Zero
and overpayment tolerances are set at 1% or $10. A tolerance indicates what is acceptable if a
payment is received that does not cover the full amount or how to process the money if more than the
receivable amount is received. Tolerances are established either system-wide, by fund, or by
document type.

When tolerances are applicable, if a CR document references a Receivable (RE) document and the
payment amount is within the defined tolerance range, the system closes the entire referenced
receivable document. At the referenced line level, if there is a short payment on a CR document, the
system considers it to be a partial payment. If the CR references a line on a Receivable that results in
overpayment, the user will need to manually create an Accounting Line with an Event Type of AR40
(collect unreserved over-payment) to record the over-payment.
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Past Due Receivables

When a Receivable becomes past due, messages can be generated to remind the customer of the
amount owed to the Commonwealth, based on the number of days past due. Agencies will define the
content and timing for the dunning messages and collection letters. On the appropriate day past due,
the respective dunning message is printed on the invoice during the normal invoice print process.
Dunning messages can also be reprinted on-demand. Collection letters can be generated by batch
during the nightly cycle and can also be reprinted on-demand to a local printer. The scheduling of the
messages and letters is defined on the Collection Control (COLLC) table and linked to the receivable
through the Billing Profile on the Receivable. The printing and sending of the dunning messages and
collection letters is done at the agency site.

Past due amounts for the customer can be intercepted against Commonwealth payments to that
customer. The intercept process is discussed in the Disbursement training class.

Collection Control Table (COLLC)

Collection Control

Menu Quick Search

= Department | Unit | Collection Cycle Name
¥ 055 MIT 5558 L&&, Collection Cycle
BOS LMIT 3135 FYTC Billing Cycle
AL AL CyiCLY Cycle

First Frew Mext Last

Sawve Undo Delete Insed Copy Paste Search

Cepartrment : 555
Lnit: [LIMIT
Collection Cycle : [5554,

Marre |L&A Collection Cycle

Days Past Due Dunning Message | Dunning Message Name | Collection'Letter | Collection Letter Name

v |10 | L&A L&A Collection Letter 1
20 | L&A2 L&, Collection Letter 2

Lelete Insert Copy Paste First Frew Mext Last
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Write Off (WQO) Document

Receivable documents that are deemed uncollectible can be written off in a variety of ways. Write Off
documents use the receivable accounting line outstanding amount to ensure the correct balances are
written off. Write-offs require minimal data entry since most of the information is inferred onto the Write
Off document. Write Off transactions use the event type of Direct Write Off (AR03).

To write off an uncollectible amount, open the RE document with uncollectible funds. The amount is
indicated in the Actual Amount field on the Header.

Click Copy Forward. The Copy Forward page opens.
Enter Dept Code, Unit Code, and select Auto Numbering.

1
2
3. The WO Document is checked in the Target Document Type.
4. Click OK.

RE Document Copy forward to a WO

Copy Forward
From Document
Category: AR DocDept:jo7E
Type IR'E— Doc Unit W
coge:[RE IC : |0B0000000G
Select Entire Document YVersian |17

To Document

Doc. Departrment Code ;075 Document I1d : |
Unit Code ; [LINIT Auto Mumbering ©

Target Doc Type | Target Doc Code Description

CR CR Collect Receivable
¥ WD WD Write-Off Receivable
First Praw Mext Last
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WO Document Referencing an RE

WO - 075- 0600000007 - 1- New- Draft

Accounting Line | Line Amount | Event Type

3% v 1 $25000 ARDZ

Inzert Mew Line Insert Copied Line

| Action Meru I

First Frev o To Mext Last

VWendor1: Joe C Keltner >

sk

~wGeneral Information

Event Type : ARD3
Line Type © A
Line Type Mame : Principal

Accounting Template IG?’EBDD

Line Description

Lite Amount |$25EI.DEI

Budget FY

Fiscal Wear:
Feriod

Reason .

~¥Reference

Ref Dot Code |RE

RefDoc Dept ID?S

Refvendor Ling : |1
Ref Azcounting Line : |1

Ref Dot 1D : (0500000006

Reference Type : Partial

5. Click Submit. The document enters Workflow for processing.

)
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Exercise 6 — Write Off a Receivable

Scenario

An outstanding receivable is past due and must be written off as uncollectible. You will use the Copy
Forward command and Write Off the remaining receivable balance from the RE document.

Task Overview

You will locate the past due RE document from your Student Card and use the Write Off document to
write off the uncollectible receivable.

Procedures
1. Select_ Accounts Receivable from Workspaces in the Primary Navigation Panel.

2. Select the Receivables link.

3. Click Receivable Document (RE) in the RE Document section. The Document Catalog opens
with the RE document list populated.

| Accounts Receivable
Sawe Al Cloze

Cash Receipis Receivables
Customer Maintenance Menu
(e el el Process Receivable (RE) documents and view Receivables Search and Historw'R eference pages.
Receivables
RE document

Feceivable Inquiries
Vendor Interce zet

= RE document
Customer receivables are processed on an RE document.

Write OfF
Treasurer's Office ’{b

b Receivable Inquiries
Wiew Receivable Search and HistongwReference pages in the system.

4. Click_ Browse.
Enter the following information in the Document Identifier section:

Required Fields Values
Code RE
ID See Student Card.

5. Click Browse.
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Document Catalog

Creste

sk

whocument ldentifier

qécme: RE Unit :
Dept.: [753 ID: |

r BUser Information

r BDocument State

Birowuse Clear

| Action Meny |
Open WValidate Submit Copy
Code | Dept. | Unit D Comments | Version | Function | Phase | Status Date UserID | Amount | Active

] ke a8 UMIT 0800000005 Mo 1 Mew Final Submitted. 2M0006  Student™s3 25000 true
|:| RE TS5 URIT 0E00000008 Mo 1 Mew Firal Submitted 2A0M08  neverett 25000 true
] ke 738 UMIT 0800000040 Mo 1 Mew Final Submitted 2M 0006 neverett 250,00 true
|:| RE TS5 URIT 0B00000012 Mo 1 Mew Firal Submitted 2M0/06  Student7SS 25000 true
[ ke a8 UMIT 0800000013 Mo 1 Mew Final Submitted 2M 006 Traint 000 true
|:| RE TS5 URIT O0B00000014 Mo 1 Mew Firal Submitted 2M0/06  Traind 25000 true
[ ke 738 UMIT 0800000049 Mo 1 Mew Final Submitted 2M 0006 neverett 250,00 true
|:| RE TS5 URIT OBO0000025 Mo 1 Mew Firal Submitted  2M0M06  neverett 25000 true

6. Check the box next to the document you want to Write Off.
7. Click Open. The Final RE document opens. There should be an outstanding balance on the

RE.
8. Click Copy Forward from the Toolbar at the bottom of the page. The Copy Forward page
opens.

9. Inthe To Document field, enter the following information:

Required Fields Values

Doc. Department Code | Use the same Dept. Code as the RE document

Unit Unit

Doc ID Check Auto Numbering

]
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10. Check WO in the Target Doc Type list.

Copy Forward

From Document

Category |,-‘-\R Doc Dept : 075
Type |RE Dac Unit : JLIBIT

Code : |RE D : |0600000008

Select Entire Document Yersion |1

Tao Document

Doc. Department Code ;075 Cocument Id |
Lnit Code : [UMNIT Auto Mumbering ;

Target Doc Type | Target Doc Code Description
CR CR Collect Receivahle
Eae WY Wirite-0ff Receivahle

First Prew Mext Last

11. Click OK.

The new Draft Write Off (WO) document opens. The remaining amount is indicated in the
Actual Amount field in the Header General Information section.

12. Click_Validate. The document validates successfully.

13. Click Submit. The document submits successfully and changes to a Final Write Off (WO)
document.
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@ View Al (1 of 1) : Document submitted successfully
WO - 075- 0600000006- 1- New- Final

Aute Apply
dhk

wieneral Information

Document Mame :

Record Date : [03AG/Z008

BudgetFy: 2008

Fiscal Year W
Period:[3

Document Description

Actual Amount : §150.00

pDocument Information

Top

hlenu

14. Click Close to exit the document.

15. Close the_RE.

16. Click Home.

17. Open Search and select Page Search.
18. Enter CUSTA in the Page Code field.

19. Enter the customer on your Student Card.

You can review the Unliquidated Amount (Customer Balance) and Written Off Amount on
the Customer Account Information Table (CACT).

By clicking on the Drill Down (Magnifying Glass) link beside the Written Off Amount, you can see
the documents that make up the amount.

Log Out

Click Logout. This closes the eMARS application and ends your session. You
can now close the open browser windows.

]
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3 — Session Review

Summary Review of Topic

A Billing Profile must be established for each Customer or group of customers to set up a Customer
Account(s). General billing information, collection control and receivable system options overrides are
established on the BPRO table. Customer Account and Billing Profile are specific to a Department.

e RE documents are generated to bill customers and can be referenced when the invoice is paid
by the customer.

e The CR document is used to record money collected and once the document is recorded and
approved by the Department, the funds are routed to Treasury for final approval and deposit.

e Short payment and overpayment tolerances are set in the system to accept payments within a
range. The system automatically processes the payment and takes the appropriate action on
the receivable. When the receivable is within the tolerance range (either over or under), the
receivable is closed. At the referenced line level, if there is a short payment on a CR document,
the system considers it to be a partial payment. If the CR references a line on a Receivable that
results in overpayment, the user will need to manually create an Accounting Line with an
Event Type of AR40 (collect unreserved over-payment) to record the over-payment).

e The WO document is used to write off past due receivables that are considered uncollectible.
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Summary Review Questions

Questions:

1

Once a Receivable is entered into the system, it cannot be changed or modified? True or False

2

What document do you use to process a Credit Memo in eMARS?
A. RE
B. CR
C. CM
D. C1

Setting a tolerance in the system determines who can do business with the Commonwealth? True or False

What document is used to generate an invoice to the customer in eMARS?
A. CR
B. Ct
C. IN
D. RE

What document do you use to process an EFT Receipt in eMARS?
A. RE
B. CR
C. EFT
D. C1

What is the difference in a regular receivable and a summary receivable?

Only the exact amount for an outstanding receivable will result in closing the receivable? True or False

What happens if a Customer pays more than the amount invoiced within tolerance? If they pay less than
the RE amount?

Overdue receivables can be set up for the Commonwealth intercept process? True or False

]
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Answers to Summary Review Questions

Questions:

1

Once a Receivable is entered into the system, it cannot be changed or modified? True or False
False — the RE document can be changed or modified after it is Final.

2 What document do you use to process a Credit Memo?
A. RE
B. CR
C. CM
D. IN
A - RE document

3 Setting a tolerance in the system determines who can do business with the Commonwealth? True or False
False — tolerances are set to accept over or underpayments to a receivable

4 What document is used to generate an invoice to the customer in eMARS?

A. CR
B. CM
C. IN
D. RE
D - RE document
5 What document do you use to process an EFT Receipt in eMARS?
E. RE
F. CR
G. EFT
H. Ci
F — CR document

6 What is the difference in a regular receivable and a summary receivable?

Regular receivables are processed within eMARS and Summary receivables are entered to record
receivables from separate systems outside eMARS.

7 | Only the exact amount for an outstanding receivable will result in closing the receivable? True or False
False - if a tolerance has been set and if the payment is within the tolerance range, the receivable
will be closed. Otherwise, a balance remains or a Credit is established in the case of an
overpayment.

8 | What happens if a Customer pays more than the amount invoiced within tolerance?

The Receivable is closed
If they pay less than the tolerance range?
An outstanding balance remains on the receivable..
9 Overdue receivables can be set up for the Commonwealth intercept process? True or False

True
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